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CIVIL  SERVICE  COMMISSION 
PRIVACY  ACT  OF  1974 
Notice  of  Systems  of  Records 

The  purpose  of  this  document  is  to  give  notice  that  the  systems 
of  records  identified  in  the  notice  published  in  the  Federal  Register 
at  40  FR  39239,  as  revised  and  adopted  by  the  notice  published  in 
the  Federal  Register  at  40  Fr  S43S6,  continue  in  effect.  This  notice 
is  published  in  compliance  with  the  requirements  of  S  U.S.C.  SS2(e) 
(4)  as  added  by  section  3  of  the  Privacy  Act  of  1974. 

United  States  Civil  Service  Commission, 

James  C.  Spry, 

Executive  Assistant  to  the  Commissioners. 

CSC-1 

System  name:  Defense  Mobilization  Emergency  Cadre 
Records — CSC 

System  location:  Bureau  of  Management  Services,  U.S.  Civil  Ser¬ 
vice  Commission,  1900  E  Street,  N.W.,  Washington,  D.C.  20415. 

Categories  of  individuals  covered  by  the  system:  CSC  employees 
who  are  members  of  the  Defense  Mobilization  Cadre. 

Categories  of  records  in  the  system:  Contains  the  name,  address, 
telephone  number,  date  of  birth,  physical  description,  private  au¬ 
tomobile  information  on  members  of  the  Defense  Mobilization 
Cadre. 

Authority  for  maintenance  of  the  system:  Federal  CivU  Defense 
Act  of  1950  and  Executive  Order  1 1490. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  These  records  will  be 
used  only  in  case  of  a  nuclear  attack  on  the  United  States  as  fol¬ 
lows: 

a.  to  provide  a  means  for  returning  Commission  employees  who 
have  become  separated  from  their  duty  station  to  duty. 

b.  To  give  the  Commission  a  basis  for  continuing  on  its  roster  of 
active  employees  those  who  are  prevented  from  performing  their 
regular  job  assignments. 

c.  To  establish  a  central  point  where  Commission  managers  can 
get  information  about  their  employees. 

d.  To  provide  maximum  utilization  of  skills  of  surviving  Commis¬ 
sion  employees. 

Polkiet  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system:  See  Storage,  Retrievability, 
Safeguards,  Access,  Retention,  and  Disposal  below. 

Storage:  Records  are  maintained  on  cards. 

Retrievability:  Records  are  indexed  by  name  and  emergency 
cadre.  ' 

Safeguards:  Records  are  maintained  in  card  file  equipment. 
Records  are  available  only  to  authorized  personnel  whose  duties 
require  access. 

Retention  and  disposal:  Records  are  maintained  as  long  as  the  in¬ 
dividual  is  an  emergency  cadre  member.  Expired  records  are 
burned. 

System  manager(s)  and  address:  Director,  Bureau  of  Management 
Services,  U.S.  Civil  Service  Commission,  1900  E  Street,  N.W., 
Washington,  D.C.  20415. 

Notification  procedure:  Contact  the  Director,  Bureau  of  Manage¬ 
ment  Services,  U.S.  Civil  Service  Commission,  1900  E  Street, 
NW.,  Washington,  D.C.  20415.  It  is  necessary  to  furnish  the  follow¬ 
ing  information  in  order  to  identify  the  individual  whose  records 
are  requested: 

a.  Full  name. 

b.  Date  of  birth. 

c.  Address  to  which  the  reply  should  be  mailed. 

Record  access  procedures:  An  individual  can  obtain  information 
on  the  procedures  for  gaining  access  to  or  contesting  the  records 
through:  Director,  Bureau  of  Management  Services,  U.S.  Civil  Ser¬ 
vice  Commission,  1900  E  Street,  N.W.,  Washington,  D.C.  20415. 

Contesting  record  procedures:  Same  as  above. 

Record  source  categories:  Information  is  provided  by  the  in¬ 
dividual. 


CSC— 2 

System  name:  Civil  Service  Retirement  and  Insurance 

Records— CSC 

System  location:  Bureau  of  Retirement,  Insurance  and  Occupa¬ 
tional  Health,  U.S.  Civil  Service  Commission,  Washington,  D.C. 
20415. 

Calories  of  individuals  covered  by  the  system:  The  category  of 
individuals  is  indicated  below. 

a.  Former  Federal  employees  and  Members  of  Congress  who  per¬ 
formed  service  subject  to  the  Civil  Service  Retirement  (CSR) 
System. 

b.  Current  Federal  employees  who  have: 

(1)  performed  Federal  service  subject  to  the  CSR  System  other 
than  that  with  their  present  agency;  or 

(2)  filed  a  designation  of  beneficiary  for  benefits  payable  under 
the  CSR  System;  or 

(3)  requested  BRIOH  to  review  a  claim  for  health  benefits 
made  under  the  Federal  Employees  Health  Benefits 
Program;  or 

(4)  filed  a  service  credit  application  in  connection  with  former 
Federal  service  not  subject  to  the  CSR  System. 

c.  Former  Federal  employees  who  died  subject  to  or  who  retired 
under  the  CSR  System,  or  their  surviving  spouses  and/or  children, 
who  have  received  or  are  receiving  CSR  benefits.  Federal  Em¬ 
ployees’  Group  Life  Insurance  benefits,  or  Federal  Employees 
Health  Benefits. 

d.  Former  Federal  employees  who  died  subject  to  or  who  retired 
under  a  Federal  Government  retirement  system  other  than  the  CSR 
System,  or  their  surviving  spouses  and/or  children,  who  have 
received  or  are  receiving  Fedei^  Employees’  Group  Life  Insurance 
benefits  and/or  Federal  Employees  Health  Benefits. 

e.  Applicants  for  Federal  employment  found  unsuitable  for  em¬ 
ployment  on  medical  grounds. 

Categories  of  records  in  the  system:  This  System  is  comprised  of 
those  retirement  service  history  records  of  employees’  service  in 
the  Federal  government  other  than  that  for  the  agency  in  which 
they  may  presently  be  employed.  It  also  contains  information 
developed  in  support  of  claims  for  benefits  made  under  the  retire¬ 
ment,  health  benefits  and  life  insurance  programs  for  Federal  em¬ 
ployees  which  the  Bureau  of  Retirement,  Insurance  and  Occupa¬ 
tional  Health  (BRIOH)  administers.  These  records  contain  the  fol¬ 
lowing  information. 

a.  Documentation  of  Federal  service  subject  to  the  CSR  System. 

b.  Documentation  of  service  credit  and  refund  claims  made  under 
the  CSR  System. 

c.  Retirement  claim  files,  including  documents  supporting  the 
retirement  application,  health  benefits  and  life  insurance  eligibility, 
medical  records  supporting  disability  claims  and  designations  of 
beneficiary. 

d.  Claim  review  files  pertaining  to  requests  that  claims  made 
under  the  Federal  Employees  Health  Benefits  Program  be  reviewed 
by  BRIOH. 

e.  Suitability  determination  files  on  applicants  for  Federal  em¬ 
ployment  found  unsuitable  for  employment  on  medical  grounds. 

f.  Documentation  of  claims  made  for  life  insurance  and  health 
benefits  by  annuitants  under  a  Federal  Government  retirement 
system  other  then  the  CSR  System. 

g.  Health  Unit  Medical  records  for  CSC  employees. 

Authority  for  maintenance  of  the  system:  Section  3301  and  chap¬ 
ters  83,  87,  and  89  of  title  5,  United  States  Code  and  Public  Laws 
83-598,  84-356,  and  86-724. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  These  records  may  be 
used: 

,  a.  To  disclose  to  the  Office  of  Workers’  Compensation  Program; 
Veterans  Administration  Pension  Benefits  Program;- Social  Security 
Old  Age,  Survivor  and  Disability  Insurance  and  Medical  Programs; 
military  retired  pay  programs;  Federal  civilian  employee  retirement 
programs  other  than  the  Civfl  Service  Retirement  System’s  or  other 
national,  state,  county,  municipal,  or  other  publicly  recognized 
charitable  or  social  security  administrative  agency  of  information 
needed  to  adjudicate  a  claim  for  benefits  under  BRIOH  or  the 
receipient’s  benefit  program(8),  or  of  information  needed  to  con¬ 
duct  an  analytical  study  of  benefits  being  paid  under  such  pro¬ 
grams. 

b.  To  disclose  to  the  Federal  Employees’  Group  Life  Insurance 
Office,  4  East  24th  Street,  New  Yoilc,  NY  10010,  of  information 
necessary  to  support  an  individual’s  claim  for  life  insurance 
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benefits  under  the  Federal  Employees’  Group  Life  Insurance  Pro¬ 
gram. 

c.  To  disclose  to  a  health  insurance  carrier  or  plan  participating 
in  the  Federal  Employees’  HealUi  Benefits  Program  of  information 
necessary  to  support  an  individual’s  claim  for  health  insurance 
benefits  under  the  program. 

d.  To  disclose  to  any  inquirer,  if  sufficient  information  is  pro¬ 
vided  to  assure  positive  identification  of  an  individual  on  whom  a 
department  or  agency  maintains  retirement  or  insurance  records,  of 
the  fact  that  an  individual  is  or  is  not  on  the  retirement  rolls  and,  if 
so,  the  type  of  annuity  (employee  or  survivor)  being  paid. 

e.  When  an  individual  to  whom  a  record  pertains  dies,  disclosure 
of  information  in  the  individual’s  record  to  the  person  appointed  as 
representative  of  the  estate,  to  the  person  designated  by  the 
representative,  or  to  a  designated  beneficiary,  of  information  which 
might  properly  be  disclosed  to  the  individual.  When  a  representa¬ 
tive  of  the  estate  has  not  been  appointed,  the  individual’s  next  of 
kin  may  be  recognized  as  the  representative  of  the  estate. 

f.  To  disclose  to  the  Internal  Revenue  Service,  Department  of  the 
Treasury,  of  earnings  information  as  required  by  the  Internal 
Revenue  Code  of  I9S4. 

g.  To  disclose  to  the  Department  of  the  Treasury  of  information 
necessary  to  issue  benefit  checks. 

h.  To  disclose  to  a  Federal,  State,  or  local  law  enforcement  agen¬ 
cy,  of  information  indicating  a  possible  violation  of  law,  whether 
civil,  criminal,  or  regulatory  in  nature. 

i.  To  disclose  to  a  Federal,  State,  or  local  law  enforcement  agen¬ 
cy  information  necessary  to  obtain  relevant  information  to  a 
BRIOH  determination  concerning  an  individual’  eligibility  for  or  en¬ 
titlement  to  coverage  under  the  retirement,  life  indurance  and 
health  benefits  programs  administered  by  BRIOH. 

j.  To  disclose  to  an  official  of  any  Federal  agency  information  he 
or  she  needs  to  know  in  the  performance  of  his  or  her  official  du¬ 
ties  related  to  the  hiring,  retention,  separation  or  retirement  of  an 
employee,  or  issuance  of  a  grant,  license,  or  other  benefit. 

k.  To  disclose  information  to  the  Office  of  Management  and 
Budget  at  any  stage  of  the  legislative  coordination  and  clearance 
process  in  connection  with  private  relief  legislation  as  set  forth  in 
Circular  No.  A-19. 

l.  To  disclose  to  an  official  of  any  Federal  agency  any  informa¬ 
tion  he  or  she  needs  to  know  in  the  performance  of  his  or  her  offi¬ 
cial  duties  related  to  compiling  descriptive  statistics  and  making 
analytical  studies  in  support  of  the  function  for  which  the  records 
were  collected  and  maintained,  or  for  related  personnel  research 
functions  and/or  manpower  studies. 

m.  to  provide  information  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inquiry  from  a  congres¬ 
sional  office  made  at  the  request  of  that  individusd. 

n.  When  an  individual  to  whom  a  record  pertains  is  mentally  in¬ 
competent  or  under  other  legal  disabflity,  information  in  the  in¬ 
dividual’s  record  may  be  disclosed  to  any  person  who,  in  the 
judgment  of  the  Commission,  is  responsible  for  the  care  of  the  in¬ 
dividual,  to  the  extent  necessary  to  assure  payment  of  benefits  to 
which  the  individual  is  entitled. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system:  See  Storage,  Retrievability, 
Safeguards,  Access,  Retention,  and  Disposal  below. 

Storage:  Records  are  maintained  on  magnetic  tapes,  disks,  and  in 
paper  folders. 

Retrievability:  Records  are  indexed  by  name,  social  security 
number,  date  of  birth,  and/or  claim  number. 

Safeguards:  Access  to  and  use  of  these  records  are  limited  to 
those  persons  whose  official  duties  require  such  success.  Personnel 
screening  is  employed  to  prevent  unauthorized  disclosure. 

Retention  and  disposal:  All  records  relating  to  a  claim  for  retire¬ 
ment,  life  insurance  and  health  benefits  are  maintained  i^r- 
manently.  Medical  records  not  associated  with  a  disability  retire¬ 
ment  claim  file  are  retained  for  1  to  7  years. 

System  managerfs)  and  address:  Director,  Bureau  of  Retirement, 
Insurance  and  Occupational  Health,  U.S.  Civil  Service  Commis¬ 
sion,  Washington,  D.C.  20415. 

Notification  procedure:  Same  as  above.  Individuals  wishing  to 
inquire  whether  this  system  of  records  contains  information  about 
them  should  address  their  inquiries,  providing  their  full  name,  any 
former  names,  date  of  birth,  name  and  address  of  office  in  which 
currently  and/or  formerly  employed  in  the  Federal  service,  and  an¬ 
nuity  account  number,  if  assigned,  to:  Director,  Bureau  of  Retire¬ 
ment,  Insurance,  and  Occupational  Health,  U.S.  Civil  Service  Com¬ 
mission,  1900  E  Street,  NW.,  Washington,  D.C.  2041S. 


Contesting  record  procedures:  Same  as  above.  Individuals  wishing 
to  inquire  whether  this  system  of  records  contains  information 
about  them  should  address  their  inquiries,  providing  their  full 
name,  any  former  names,  date  of  birth,  name  and  address  of  office 
in  which  currently  and/or  formerly  employed  in  the  Federal  ser--, 
vice,  and  annuity  account  number,  if  assigned,  to:  Director,  Bureau' 
of  Retirement,  Insurance  and  Occupational  Health,  U.S.  Civil  Ser¬ 
vice  Commission,  1900  E  Street,  N.W.,  Washington,  D.C.  20415. 

Record  access  procedures:  Individuals  wishing  to  see  information 
in  their  records  or  contest  information  about  them  should  address 
their  inquiries,  providing  their  full  name,  any  former  names  under 
which  they  were  employed,  date  of  birth,  social  security  number, 
name  and  address  of  office  in  which  currently  and/or  formerly  em¬ 
ployed  in  the  Federal  service,  and  annuity  account  number,  if  as¬ 
signed,  to:  Director,  Bureau  of  Retirement,  Insurance  and  Occupa¬ 
tional  Health,  U.S.  Civil  Service  Commission,  1900  E  Street,  N.W., 
Washington,  D.C.  20415. 

Contesting  record  procedures:  Same  as  the  above. 

Record  source  categories:  The  information  in  this  system  is  ob¬ 
tained  from  the  following  sources:  a.  The  individual  whom  the  in¬ 
formation  is  about,  b.  Agency  Pay,  Leave  and  Allowance  Records, 

c.  GSA  National  Personnel  Records  Center. 

a.  The  individual  whom  the  information  is  about. 

b.  Agency  pay,  leave,  and  allowance  records. 

c.  GSA  National  Personnel  Records  Center. 

d.  Federal  civilian  retirement  systems  other  than  the  Civil  Service 
Retirement  System.  " 

e.  Military  retired  pay  system  records. 

f.  Office  of  Workers’  Compensation  Programs. 

g.  Veterans  Administration  Pension  Benefits  Programs. 

h.  Social  Security  Old  Age,  Survivor  and  Disability  Insurance 
and  Medicare  Programs. 

i.  Health  insurance  carriers  and  plans  participating  in  the  Federal 
Employees’  Health  Benefits  Program. 

j.  The  Office  of  Federal  Employees’  Group  Life  Insurance. 

k.  Civil  Service  Commission  Government-wide  System  of 
General  Personnel  Records  or  equivalent  agency  file. 

l.  The  individual’s  co-workers  and  supervisors. 

m.  Physicians  who  have  seen  or  treated  the  individual. 

CSC— 3 

System  name:  Executive  Assignment  and  Inventory  Records — CSC 

System  location:  Bureau  of  Executive  Manpower,  U.S.  Civil  Ser¬ 
vice  Commission,  1900  E  Street,  N.W.,  Washington,  D.C.  20415. 

Categories  of  individuals  covered  by  the  system: 

a.  Current  and  former  incumbents  of  positions  at  grades  GS-16 
through  GS-18  under  the  Executive  Assignment  System  or  positions 
at  equivalent  levels  over  which  the  CSC  exercises  at  least  partial 
approval  authority. 

b.  Current  and  former  incumbents  of  career  or  schedule  C  posi¬ 
tions  compensated  under  the  Executive  Schedule. 

c.  Current  and  former  incumbents  of  positions  at  grades  GS-16 
through  GS-18,  or  equivalent  levels  when  the  individual  noncom- 
petitively  acquires  status  under  Civil  Service  Rule  III. 

d.  In  addition  to  the  individuals  indicated  in  “a”  above,  other 
current  and  former  employees  in  the  executive  branch  in  grades  15 
through  18  under  the  General  Schedule,  or  at  equivalent  pay  levels 
under  other  salary  systems,  not  specifically  excepted  from  invento¬ 
ry  coverage;  the  principal  groups  of  employees  excepted  from  in¬ 
ventory  coverage  include  employees  in  the  commissioned  service 
systems.  Administrative  Law  Judges  at  grade  GS-15,  employees  of 
the  Panama  Canal  company,  the  Canal  Zone  Government,  and  the 
Soldiers’  Home,  employees  involved  in  intelligence  matters  where 
the  release  of  personnel  information  would  tw  detrimental  to  na¬ 
tional  security,  foreign  nationals  employed  outside  the  United 
States,  and  employees  hired  on  a  consultant,  part-time,  or  intermit¬ 
tent  basis. 

Categories  of  records  in  the  system:  These  records  include: 

a.  Demographic  information  and  background  data  on  experience, 
education,  publications,  awards,  and  career  interests  of  employees 
in  the  inventory. 

b.  A  record  of  referrals  identifying  position,  agency,  and  in¬ 
dividuals  referred. 

c.  Information  about  the  qualifications  of  appointees. 

Authority  for  maintenance  of  the  system:  5  U.S.C.  1302,  3301, 

3302,  3309,  3313,  3318,  3324,  3325,  3326,  5114,  5333,  5532,  5723;  10 
U.S.C  1581;  P.L.  81-691,  P.L.  85-322,  P.L.  85-726;  and  E.O.  11315. 
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Raatiac  aaa  •!  records  ■■■hdord  ia  the  system,  iBclading  catego- 
rks  of  osccs  sad  the  parposes  of  sacfa  uses:  These  records  are  used 
as  follows: 

a.  To  identify  and  refer  qualified  Federal  employees  or  qualified 
applicants  for  vacancies  at  grades  GS-16  through  GS-18,  or 
equivalent  levels. 

b.  To  make  lateral  referrals  for  positions  at  GS-15  or  equivalent 
level,  in  conjunction  with  the  Federal  Automated  Career  System 
(FACS). 

c.  To  refer  qualified  Federal  employees  or  retirees  to  State  and 
local  Governments  and  international  organizations  for  employment 
considerations. 

d.  To  provide  agencies  with  inventory  extracts  of  their  em¬ 
ployees. 

e.  To  provide  some  of  the  information  required  in  the  annual  re¬ 
port  to  t^  Congress  mandated  by  S  U.S.C.  SI  14. 

f.  To  respond  to  inquiries  from  individuals,  employing  agencies, 
the  Congress,  or  other  third  parties  when  such  response  is  not 
otherwise  prohibited  by  bw  or  regubtion. 

g.  As  a  data  source  for  management  information  for  production 
of  summary  descriptive  statistics  and  analytical  studies  in  support 
of  the  function  for  which  the  records  are  coUkected  and  main¬ 
tained,  or  for  rebted  personnel  research  functions  or  manpower 
studies;  may  also  be  utilized  to  respond  to  general  requests  for 
statistical  information  (without  personal  identification  of  in¬ 
dividuals)  under  the  Freedom  of  Information  Act  or  to  locate  in¬ 
dividuals  for  personnel  research. 

h.  To  provide  information  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inquiry  from  a  congres¬ 
sional  office  made  at  the  request  of  that  individual.individuals  for 
personnel  research  or  other  personnel  management  functions. 

PolicMS  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system:  See  Storage,  Retrievability, 
Safeguards,  Access,  Retention,  and  Disposal  below. 

Storage:  Records  are  maintained  in  file  folders,  magnetic  bpes, 
punched  cards,  and  microfiche. 

Retrievability:  Records  are  indexed  by  name  and  social  security 
number. 

Safeguards:  Records  are  avaibble  only  to  authorized  personnel  of 
the  Commission  and  agencies  whose  duties  require  access. 

Retention  and  disposal:  Records  are  kept  indefinitely. 

System  numagerfs)  and  address:  Director,  Bureau  of  Executive 
Manpower,  U.S.  Civfl  Service  Commission,  1900  E  Street,  N.W., 
Washington,  D.C.  2041S. 

Notification  procedure:  Same  as  the  above.  It  is  necessary  to 
furnish  the  following  information  in  order  to  identify  the  individual 
whose  records  are  requested. 

a.  FuO  name. 

b.  Date  of  birth. 

c.  Social  security  number. 

d.  Mailing  address  to  which  the  reply  should  be  mailed. 

Record  accem  procedures:  An  individual  can  obtain  information 
on  the  procedures  for  gaining  access  to  or  contesting  the  records 
through:  Director,  Bureau  of  Executive  Manpower,  U.S.  CivQ  Ser¬ 
vice  Commission,  1900  E  Street,  N.W.,  Washington,  D.C.  2041S. 

Contesting  record  procedures:  Same  as  the  above. 

Record  source  categories:  Information  is  provided  by  the  in¬ 
dividual  named  in  the  record,  emidoying  agency,  and  obtained  from 
official  documents  of  the  Commission. 

CSC— 4 

System  nauM:  Federal  Executive  Development  Program  . 

Records— CSC 

System  location:  Bureau  of  Executive  Manpower,  U.S.  Civil  Ser¬ 
vice  Commission,  1900  E  Street,  N.W.,  Washington,  D.C.  2041S. 

Categories  of  individnab  covered  by  tbe  system:  Federal  em¬ 
ployees  at  grade  GS-15,  or  equivalent  level  w^  applied  and  were 
nominated  by  their  agency  for  the  Federal  Development  program. 

Categories  of  records  in  the  system:  These  records  contain  demo¬ 
graphic  information  and  background  dab  on  experience,  education, 
awards,  and  career  interesb;  agency  recommendations  and  super¬ 
visory  evaluations;  records  of  the  evaluation  process  used  by  the 
selection  panel  in  choosing  the  finalists;  and  dab  on  assignments 
and  progress  under  the  program. 

Authority  for  mahitmanrr  of  the  system:  Executive  Order  1131S. 


Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  These  records  are  used 
as  follows: 

a.  To  respond  to  inquiries  from  individuals,  employing  agencies. 
Congress,  or  other  third  party  when  such  response  is  not  prohibited 
by  bw  or  regubtion. 

b.  For  production  of  summary  descriptive  sbtistics  and  analytical 
studies  in  support  of  the  function  for  which  the  records  are  col¬ 
lected  and  mainbined,  or  for  rebted  personnel  research  functions 
or  manpower  studies;  may  also  be  utilized  to  respond  to  general 
requesb  for  sbtistical  information  (without  personal  identification 
of  individuals)  under  the  Freedom  of  Information  Act  or  to  locate 
individuals  for  personnel  research. 

c.  To  select  final  candidates  and  to  arrange  work  assignments. 

d.  to  provide  information  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inquiry  from  a  congres¬ 
sional  office  made  at  the  request  of  that  individual. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system:  See  Storage,  Retrievability, 
Safeguards,  Access,  Retention,  and  Disposal  below. 

Storage:  Records  are  maintained  in  file  folders. 

Retrievability:  Records  are  indexed  by  name. 

Safeguards:  Records  are  in  locked  cabineb.  Records  are  avaibble 
only  to  authorized  personnel  of  the  Commission  and  agencies 
whose  duties  require  access. 

Retention  and  disposal:  The  Federal  Executive  Development  Pro¬ 
gram  records  are  kept  indefinitely. 

System  manager(s)  and  address:  Director,  Bureau  of  Executive 
Manpower,  U.S.  Civil  Service  Commission,  1900  E  Street,  N.  W, 
Washington,  D.C.  20415. 

Notification  procedure:  Same  as  above.  It  is  necess^  to  furnish 
the  following  information  in  order  to  identify  the  individual  whose 
records -are  requested. 

a.  Full  name. 

b.  Date  of  birth. 

c.  Social  security  number. 

d.  Program  year.  (Year  nominated  or  selected  for  program.) 

e.  Mailing  address  to  which  the  reply  should  be  mailed. 

Record  access  procedures:  An  individual  can  obbin  information 
on  the  procedures  for  gaining  access  to  or  contesting  the  records 
through:  Director,  Bureau  of  Executive  Manpower,  U.S.  Civil  Ser¬ 
vice  Commission,  1900  E  Street,  N.W.,  Washington,  D.C.  20415. 

CoBtestmg  record  procedures:  Same  as  the  above. 

Record  source  categories:  Information  is  provided  by  the  in¬ 
dividual,  supervisors,  and -other  management  officials,  selection 
panel,  and  obtained  from  agency  records. 

CSC— 5 

System  name:  Litigation  and  Political  Activity  (Hatch  Act) 
Records—  CSC 

System  location:  Office  of  the  General  Counsel,  1900  E  Street, 
N.W.,  Washington,  D.C.  20415. 

Categories  of  individuals  covered  by  the  system:  Persons  who  file 
civil  actions  against  the  Civil  Service  Commission  and  persons 
covered  by  the  Hatch  Act  who  have  had  allegations  of  prohibited 
political  activity  complaints  filed  against  them. 

Categories  of  records  in  the  system:  Litigation  files  consist  of  ad¬ 
ministrative  appeal  records,  investigative  files,  documents  from 
retirement  files,  and  official  personnel  folders.  Also,  documents 
generated  in  a  civil  action  including  the  complaint,  answer,  mo¬ 
tions,  briefs,  and  court  orders  and  decisions.  Political  Activity 
(Hatch  Act)  files  consist  of  information  and  evidence  gathered  in 
the  course  of  investigation  of  allegations,  letters  of  charges,  em¬ 
ployee’s  answers,  close-out  letters,  administrative  briefs  and 
memoranda,  correspondence  from  Congress  and  individuals  having 
an  interest  in  the  case,  and  the  final  administrative  decision. 

Authority  for  maintenance  of  the  system:  5  U.S.C.  1301-1308,  5 
U.S.C.  15()4,  and  Executive  Order  10577. 

Routine  uses  of  records  mainbined  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  These  records  are  used 
as  indicated  below. 

a.  To  defend  the  Civil  Service  Commission  against  bw  suits. 

b.  To  enforce  the  provisions  of  the  Hatch  Act. 

c.  To  refer  pertinent  information  to  the  approprbte  Federal, 
Sbte,  or  local  agency  responsible  for  investigating,  prosecuting,  en¬ 
forcing,  or  implementing  a  sbtute,  rule,  regubtion,  or  order  where 
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there  is  an  indication  of  a  violation  or  potential  violation  of  civil  or 
criminal  law  or  regulation. 

d.  To  request  information  from  a  Federal,  State,  or  local  agency 
maintaining  civil,  criminal,  or  other  information  relevant  to  an 
agency  decision  concerning  the  hiring  or  retention  of  an  employee, 
the  issuance  of  a  security  clearance,  the  letting  of  a  contract,  or  is¬ 
suance  of  a  grant,  license,  or  other  benefit. 

e.  To  provide  information  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inquiry  from  a  congres¬ 
sional  office  made  at  the  request  of  that  individual. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system:  See  Storage,  Retrievability, 
Safeguards,  Access,  Retention  and  Disposal  below. 

Storage:  Records  are  maintained  in  file  folders. 

Retrievability:  Litigation  records  are  indexed  by  name  of  the 
parties  bringing  suit  and  the  civil  action  number.  Hatch  Act  records 
are  indexed  by  name  and  state. 

Safeguards:  Records  are  available  only  to  authorized  personnel  of 
the  General  Counsel’s  office. 

Retention  and  disposal:  Records  are  maintained  indefinitely. 

System  managerfs)  and  address:  General  Counsel,  U.S.  Civil  Ser¬ 
vice  Commission,  1900  E  Street,  N.W.,  Washington,  D.C.  2041S. 

Notification  procedure:  Same  as  above.  It  is  necessary  to  furnish 
the  following  information  in  order  to  identify  the  individual  whose 
records  are  requested:  * 

a.  Full  name. 

b.  Record  in  which  interested. 

c.  State  of  residence  at  time  of  action. 

d.  Civil  action  number,  if  any. 

e.  Mailing  address  to  which  the  reply  should  be  mailed. 

Record  access  procedures:  An  individual  can  obtain  information 
on  the  procedures  for  gaining  access  to  or  contesting  the  records 
through:  General  Counsel,  U.S.  Civil  Service  Commission,  1900  E 
Street,  N.W.,  Washington,  D.C.  20415. 

Contesting  reeprd  procedures:  Same  as  above. 

Record  source  cate^ries:  Information  is  obtained  from  the  Com¬ 
mission’s  executive  files,  individual  to  whom  record  pertains,  em¬ 
ploying  agency,  investigations,  fellow  employees,  employee 
representatives,  witnesses  at  administrative  hearings,  and  court 
proceedings. 

CSC— 6 

System  name:  Motor  Vehicle  Operator  and  Accident  Report 
Records— CSC 

System  location:  Bureau  of  Management  Services,  U.S.  Civil  Ser¬ 
vice  Commission,  1900  E  Street,  N.W.,  Washington,  D.C.  20415. 

Categories  of  individuals  covered  by  tbe  system:  Employee  of  the 
Civil  Service  Commission. 

Categories  of  records  in  the  system:  Authorization  to  issue  a 
Government  motor  vehicle  operator’s  permit  and  reports,  cor¬ 
respondence,  and  fiscal  documents  concerning  automobile  ac¬ 
cidents. 

Authority  for  maintenance  of  the  system:  Civil  Service  Commis¬ 
sion  Administrative  Manual  Supplement  177-C  and  Chapter  171  of 
Title  28,  United  States  Code. 

Routine  uses  of  r^rds  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  These  records  are  used 
as  indicated  below. 

a.  For  litigation  in  a  Federal  court  when  necessary. 

b.  To  refer  pertinent  information  to  the  appropriate  Federal, 
State,  or  local  agency  responsible  for  investigating,  prosecuting,  en¬ 
forcing,  or  implementing  a  statute,  rule,  regulation,  or  order  where 
a  statute,  rule,  regulation,  or  order  where  there  is  an  indication  of  a 
violation  or  there  is  an  indication  of  a  violation  or  potential  viola¬ 
tion  of  civil  or  criminal  law  or  regulation. 

c.  To  request  information  from  a  Federal,  State,  or  local  agency 
maintaining  civil,  criminal,  or  other  information  relevant  to  an 
agency  decision  concerning  the  hiring  or  retention  of  an  employee, 
the  issuance  of  a  security  clearance,  the  letting  of  a  contract,  or  is¬ 
suance  of  a  grant,  license,  or  other  benefit. 

d.  To  provide  information  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inquiry  from  a  congres¬ 
sional  office  made  at  the  request  of  that  individual. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system:  See  Storage,  Retrievability, 
Safeguards,  Access,  Retention,  and  Disposal  below. 


Storage:  Records  are  maintained  in  file  folders. 

Retrievability:  Records  are  indexed  by  name. 

Safeguards:  Records  are  available  only  to  authorized  personnel 
whose  duties  require  access. 

Retention  and  disposal:  Motor  vehicle  operator  records  are  main¬ 
tained  for  three  years  and  are  destroyed  by  shredding.  Accident  re¬ 
ports  are  maintained  for  six  years  and  are  destroyed  except  in 
cases  involving  Gtigation  which  are  maintained  indefinitely. 

System  manager(s)  and  address:  The  system  managers  are  as  in¬ 
dicated  below. 

a.  For  motor  vehicle  operator  records:  Director,  Bureau  of 
Management  Services,  U.S.  Civil  Service  Commission,  1900  E 
Street.  N.W..  Washington.  D.C.  20415.' 

b.  For  accident  reports  records:  General  Counsel,  U.S.  Civil  Ser¬ 
vice  Commission,  1900  E  Street,  N.W.,  Washington,  D.C.  20415. 

Notification  procedure:  Same  as  above.  It  is  necess^  to  furnish 
the  following  information  in  order  to  identify  the  individual  whose 
records  are  requested. 

a.  Full  name. 

b.  Record  in  which  interested. 

c.  Mailing  address  to  which  the  reply  should  be  mailed. 

Record  access  procedures:  An  individual  can  obtain  information 
on  the  procedures  for  gaining  access  to  or  contesting  the  records  by 
writing  the  system  manager  indicated  above. 

Contesting  record  procedures:  Same  as  above. 

Record  source  categories:  Information  is  obtained  from  the  in¬ 
dividual,  Commission  employees  and  parties  involved  in  accident, 
witnesses  to  accident,  police  reports,  and  reports  of  investigation 
by  Commission  investigators,  supervisory  personnel  in  the  Commis¬ 
sion,  and  officials  of  the  General  Services  Administration. 

CSC— 7 

System  name:  Pay,  Leave,  and  Travel  Records— CSC 

System  location:  Bureau  of  Management  Services,  U.S.  Civil  Ser¬ 
vice  Commission,  1900  E  Street,  N.W.,  Washington,  D.C.  20415. 

Categories  of  individuals  covered  by  the  system:  Employees  of  the 
Civil  Service  Commission. 

Categories  of  records  in  the  system:  Contains  various  records 
required  to  administer  the  pay,  leave,  and  travel  requirements  of 
the  Civil  Service  Commission. 

Authority  for  maintenance  of  the  system:  31  U.S.C.  66a. 

Routine  uses  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  These  records  are  used 
as  indicated  below. 

a.  To  authorize  payroll  deductions  for  allotments,  saving  bonds, 
charitable  contributions,  union  dues,  health  benefits  and  life  in¬ 
surance;  collect  indebtedness  for  over-payment  of  salary  and  un¬ 
paid  internal  revenue  taxes;  pay  income  tax  obligation  to  Internal 
Revenue  Service;  authorize  mailing  or  holding  salary  checks  or  sav¬ 
ing  bonds;  authorize  issuing  of  salary  checks  by  Treasury  Depart¬ 
ment;  obtain  reimbursement  of  travel  expenses  for  official  busi¬ 
ness;  report  gross  wages  and  separation  information  for  unemploy¬ 
ment  compensation;  pay  any  uncollected  compensation  due  a 
deceased  employee;  and  provide  for  a  summary  of  employees 
payroll  data  and  retirement  contributions. 

b.  As  a  data  source  for  management  information  for  production 
of  summary  descriptive  statistics  and  analytical  studies  in  support 
of  the  function  for  which  the  records  are  collected  and  maintained, 
or  for  related  personnel  research  functions  or  manpower  studies; 
may  also  be  utilized  to  respond  to  general  requests  for  statistical  in¬ 
formation  (without  personal  identification  of  individuals)  under  the 
Freedom  of  Information  Act  or  to  locate  individuals  for  personnel 
research. 

c.  For  litigation  in  a  Federal  court  when  required. 

d.  To  disclose  information  to  the  Office  of  Management  and 
Budget  at  any  stage  in  the  legislative  coordination  and  clearance 
process  in  connection  with  private  relief  legislation  as  set  forth  in 
OMB  Circular  No.  A-19. 

e.  To  refer  pertinent  infomation  to  the  appropriate  Federal,  State, 
or  local  agency  responsible  for  investigating,  prosecuting,  enforc¬ 
ing,  or  implementing  a  statute,  rule,  regulation,  or  order  where 
there  is  an  indication  of  a  violation  or  potential  violation  of  civil  or 
criminal  law  or  regulation. 

f.  To  request  i^ormation  from  a  Federal,  State,  or  local  agency 
maintaining  civil,  criminal,  or  other  information  relevant  to  an 
agency  decision  concerning  the  hiring  or  retention  of  an  employee. 
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issuance  of  a  security  clearance,  the  letting  of  a  contract,  or  is¬ 
suance  of  a  grant,  license,  or  other  benefit. 

g.  To  provide  information  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inquiry  from  a  congres- 
sioal  office  made  at  the  request  of  that  individual. 

Polidcs  and  practices  for  storing,  retrieving,  accessing,  retain^, 
and  disposing  of  records  far  the  system:  See  Storage,  Retrievability, 
Safeguards,  Access,  Retention  and  Disposal  below. 

Storage:  Records  are  maintained  in  file  folders,  on  cards,  mag¬ 
netic  tapes,  and  in  loose  leaf  binders. 

Retrievability:  Records  are  indexed  by  name. 

Safeguards:  Records  are  available  only  to  authorized  personnel 
whose  duties  require  access. 

Retention  and  disposal:  Records  are  maintained  for  varying 
periods  of  time  from  one  year  to  permanently.  Disposal  is  by 
shredding. 

System  managers)  and  address:  Director,  Bureau  of  Management 
Services,  U.S.  Civil  Service  Commission,  1900  E  Street,  N.W., 
Washington,  D.C.  20415. 

Contesting  record  procedures:  Same  as  the  above.  It  is  necessary 
to  furnish  the  following  information  in  order  to  identify  the  in¬ 
dividual  whose  records  are  requested: 

a.  Full  name. 

b.  Date  of  birth. 

c.  Social  security  number. 

d.  Mailing  address  to  which  the  reply  should  be  mailed. 

Record  access  procedures:  An  individual  can  obtain  information 
on  the  procedures  for  gaining  access  to  or  contesting  the  records 
through:  Director,  Bureau  of  Management  Services,  U.S.  Civil  Ser¬ 
vice  Commission,  1900  E  Street,  N.W.,  Washington,  D.C.  20415. 

Contesting  record  procedures:  Same  as  above. 

Record  source  categories:  Information  is  provided  by  management 
officials  and  by  the  individual  on  whom  the  record  is  maintained. 

CSC— 8 

System  name:  Personnel  Research  Test  Validation  Records — CSC 

System  location:  U.S.  Civil  Service  Commission,  1900  E  Street, 
N.W.,  Washington,  D.C.  20415  and  each  of  the  Commission’s  re¬ 
gional  offices  listed  below. 

Categories  of  individuals  covered  by  the  system:  Federal  em¬ 
ployees;  applicants  for  Federal  employment;  state  and  local  govern¬ 
ment  applicants  and  employees. 

Categories  of  records  in  the  system:  These  records  include  educa¬ 
tion  and  employment  history,  test  scores,  responses  to  test  items 
and  questionnaires,  interview  data  and  ratings  of  supervisors  re¬ 
garding  the  individuals  to  whom  the  records  pertain. 

Authority  for  maintenance  of  the  system:  Title  5,  U.S.  Code  Sec¬ 
tion  3301,  Section  1303. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Data  are  collected  on  a  project-by-project  basis  and  are  used  for 
the  construction  analysis  and  validation  of  written  tests;  for 
research  on  personnel  measurement  and  selection  methods.  Routine 
use  includes  the  exchange  of  personnel  records  between  the  Com¬ 
mission  and  a  specific  Federal  agency  for  personnel  research  pur¬ 
poses  and  the  use  of  personal  identifier  such  as  employee  name  to 
identify  employees  included  in  research  studies  that  extend  over  a 
periof  of  time  (longitudinal  studies).  No  personnel  decisions  are 
made  in  the  use  of  these  research  records.  Many  data  are  collected 
under  conditions  assuring  their  confidentiality.  This  confidentiality 
will  be  protected.  Personal  information  in  this  system  of  records  is 
used  by  the  personnel  research  staff  in  the  commission  or  the 
specific  Federal  agency  involved.  These  records  may  be  also  used 
as  a  data  source  for  management  information  for  production  of 
summary  descriptive  statistics  and  analytical  studies  in  support  of 
the  function  for  which  the  records  are  collected  and  maintained,  or 
for  related  personnel  research  functions  or  manpower  studies;  may 
also  be  utilized  to  respond  to  general  requests  for  statistical  infor¬ 
mation  (without  personal  identification  of  individuals)  under  the 
Freedom  of  Information  Act  or  to  locate  individuals  for  personnel 
research. 

Policies  OKi  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system:  See  Storage,  Retrievability, 
Saf^uards,  Access,  Retention  and  Disposal  below. 

Storage:  Records  are  maintained  in  file  folders,  on  punched 
cards,  magnetic  tape. 


Retrievability:  Records  are  maintained  by  project.  Personal  infor¬ 
mation  can  be  retrieved  by  name  or  personal  identifier  only  for  cer¬ 
tain  research  projects  such  as  those  that  involve  longitudinal  stu¬ 
dies. 

Safegna^:  Records  are  kept  in  locked  files,  locked  room,  and 
access  is  limited  to  authorized  research  staff. 

Retention  and  disposal:  Indefinite. 

System  manager(s)  and  address:  Director,  Personnel  Research  and 
Development  Center,  U.S.  Civil  Service  Commission,  1900  E 
Street,  N.W.,  Washington,  D.C.  20415  and  Director  of  each  re- 
^onal  office  of  the  Commission  (see  address  of  each  regional  of¬ 
fice  in  the  appendix). 

Notification  procedure:  Same  as  the  above. 

Record  access  procedures:  None.  See  exemption  below. 

Contesting  record  procedures:  Same  as  the  above. 

Record  source  categories:  Individual  Federal,  state  or  local  em¬ 
ployees  or  applicants,  supervisors,  assessment  center  assessors  or 
data  from  agency  or  (Commission  personnel  files  and  records. 

Systems  exempted  from  certain  provisions  of  the  act:  Pursuant  to  5 
U.S.C.  552a(kK6)  all  material  and  information  in  this  system  of 
records  about  an  individual  that  meet  the  criteria  stated  in  5  U.S.C. 
552a(kK6)  are  exempt  from  the  requirements  of  5  U.S.C.  552a 
(cK3);  (d);  (eX4XG),  (H),  and  (I);  and  (f)  relating  to  access  and  con¬ 
test,  making  an  accounting  of  disclosure  to  the  individual  named  in 
the  record,  maintenance  of  information  in  records,  publication  an¬ 
nually  in  the  Federal  Register,  and  provisions  regarding  agency 
rules  in  that  portions  of  this  system  relate  to  testing  and  examina¬ 
tion  materials  that  are  used  solely  to  determine  individual  qualifica¬ 
tions  for  appointment  or  promotion  in  the  Federal  service.  The 
specific  material  that  is  exempted  is  as  follows; 

a.  Answer  keys. 

b.  Ratings  given  for  the  purpose  of  validating  examinations. 

c.  Rating  sheets 

d.  Rating  schedules,  including  crediting  plans. 

e.  Transmutation  tables. 

f.  Test  booklets. 

g.  Test  item  files. 

CSC/GOVT— 1 

System  name:  Appeals,  Grievances,  and  Complaints  Records — CSC 

System  location: 

U.S.  Civil  Service  Commission,  1900  E  Street,  N.W.,  Washing¬ 
ton,  D.C.  20415,  offices  of  the  Civil  Service  Commission,  as  in¬ 
dicated  in  the  appendix  and  agency  personnel  or  disignated  offices. 

Categories  of  individuals  covered  by  the  system:  Applicants  for 
Federal  employment,  current  and  former  Federal  employees,  agen¬ 
cies,  and  annuitants  who  appeal  a  determination  made  by  an  offi¬ 
cial  of  an  agency  or  the  Civil  Service  Commission  to  the  Civil  Ser¬ 
vice  Commission,  a  Board  established  to  adjudicate  appeals,  or  an 
agency. 

Categories  of  records  in  the  system:  This  system  of  records  con¬ 
tains  information  or  documents  relating  to  a  decision  or  determina¬ 
tion  made  by  an  agency  or  the  Commission  affecting  an  individual. 
This  system  of  records  includes  files  of  appeals  under  Part  772  of 
the  Commission's  regulations,  classification  appeal  perfomance  rat¬ 
ing  appeal  files.  Fair  Labor  Standards  Act  complaints,  grievance 
files,  and  EEO  complaint  files. 

Authority  for  maintenance  of  the  system:  Title  5,  U.S.C.,  Sections 
1302,  3301,  3302,  4308,  5115,  5338,  5351,  5388,  7151,  7154,  7301, 
7501,  7512,  7701,  8347,  Executive  Orders  9830,  10577,  10987,  11222, 
11478,  and  Pub.  L.  93-259. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  These  records  and  infor¬ 
mation  in  the  records  may  be  used: 

a.  To  respond  to  a  request  from  a  Member  of  Congress  regarding 
the  status  of  an  appeal,  complaint,  or  grievance. 

b.  To  provide  information  to  the  public  on  the  decision  of  an  ap¬ 
peal,  complaint,  or  grievance  required  by  the  Freedom  of  Informa¬ 
tion  Act. 

c.  To  respond  to  a  court  subpoena  and/or  refer  to  a  district  court 
in  connection  with  a  civil  suit. 

d.  To  adjudicate  an  appeal,  complaint,  or  grievance. 

e.  As  a  data  source  for  management  information  for  production 
of  summary  descriptive  statistics  and  analytical  studies  in  support 
of  the  function  for  which  the  records  are  collected  and  maintained 
or  for  related  personnel  management  functions  or  manpower  stu- 
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dies;  may  also  be  utilized  to  respond  to  general  requests  for  statisti¬ 
cal  information  [without  person^  identification  of  individuals]  under 
the  Freedom  of  Information  Act  or  to  locate  individuals  for  person¬ 
nel  research. 

f.  To  refer  pertinent  information  to  the  appropriate  Federal, 
State,  or  local  agency  responsible  for  investigating,  presecuting,  en¬ 
forcing,  or  implementing  a  statute,  rule,  regulation,  or  order  where 
there  is  an  indication  of  a  violation  or  potential  violation  of  civil  or 
criminal  law  or  regulation. 

g.  To  request  mformation  from  a  Federal,  State,  or  local  agency 
maintaining  civil,  criminal,  or  other  information  relevant  to  an 
agency  decision  concerning  the  hiring  or  retention  of  an  employee, 
the  issuance' of  a  security  clearance,  the  letting  of  a  contract,  or  is¬ 
suance  of  a  grant,  license,  or  other  benefit. 

h.  To  disclose  information  to  the  Ofiice  of  Management  and 
budget  at  any  stage  in  the  legislative  coordination  and  clearance 
process  in  connection  with  private  relief  legislation  as  set  forth  in 
OMB  Circular  No.  A- 19. 

i.  To  provide  information  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inquiry  from  a  congres¬ 
sional  office  made  at  the  request  of  that  individual. 

Policies  and  practices  for  storing,  retrieving,  Mcessing,  retaining, 
and  disposing  of  records  in  the  system:  See  Storage,  Retrievability, 
Safeguards,  Access,  Retention,  and  Disposal  below. 

Storage:  These  records  are  maintained  in  file  folders,  binders, 
and  index  cards. 

Retrievability:  These  records  are  indexed  by  the  names  of  the  in¬ 
dividuals  on  whom  they  are  maintained. 

Safeguards:  Access  to  and  use  of  these  records  are  limited  to 
those  persons  whose  official  duties  require  such  access.  Personnel 
screening  is  employed  to  prevent  unauthorized  disclosure. 

Retention  and  disposal:  These  records  are  maintained  up  to  two 
years  from  the  closing  of  the  case  and  are  transferred  to  the  GSA 
Regional  Federal  Records  Centers.  They  are  destroyed  by  the 
Federal  Records  Centers  when  the  records  are  seven  years  old. 

System  manager(s)  and  address: 

a.  Appeals  Review  Board  appeal  and  reopening  petition  Control 
Index  Card  file:  Chairman,  Appeals  Review  Board,  U.S.  Civil  Ser¬ 
vice  Commission,  1900  E  Street,  NW.,  Washington,  D.C.  20415. 

b.  Appeals  under  Part  772:  Director,  Federal  Employee  Appeals 
Authority,  U.S.  Civil  Service  Commission,  1900  E  Street,  NW., 
Washington,  D.C.  20415. 

c.  Classification  appeals  to  the  Commission,  performance  rating 
appeals,  and  complaints  records:  Director,  Bureau  of  Personnel 
Management  Evaluation,  U.S.  Civil  Service  Commission,  1900  E 
Street,  NW.,  Washington,  D.C.  20415. 

d.  Agency  adverse  action  appeals  records  (initiated  prior  to  Sep¬ 
tember  9,  1974),  classification  appeals  in  agencies,  EEO  complaint 
files,  and  grievances  records:  Personnel  Officer  or  designated  offi¬ 
cial,  Local  Agency  Installation. 

Notification  procedure:  Same  as  above.  Individuals  who  have  filed 
appeals  or  grievances  are  aware  that  fact  and  have  been  provided  a 
copy  of  the  record.  They  may,  however,  contact  the  appropriate 
system  manager  indicated  above  regarding  the  existence  of  such 
records  pertaining  to  them.  It  is  necessary  to  furnish  the  following 
information: 

a.  Full  name. 

b.  Date  of  birth. 

c.  Agency  in  which  employed  and  the  approximate  date. 

d.  Kind  of  action  taken  by  the  agency  when  making  inquiries 
about  records. 

Record  access  procedures:  Individuals  who  have  appealed  or  filed 
a  grievance  about  a  decision  or  determination  made  by  an  agency 
or  about  conditions  existing  in  an  agency  already  have  been  pro¬ 
vided  a  copy  of  the  record.  The  contest,  amendment,  or  correction 
of  an  append  or  grievance  record  is  permitted  during  the  prosecu¬ 
tion  of  an  appe^,  grievance,  or  complaint  by  the  individual  to 
whom  the  record  pertains.  However,  after  an  appeal,  ^evance,  or 
complaint  case  has  been  closed:  an  individual  may  gain  access  to, 
or  contest  the  official  copy  of,  an  appeal,  grievance,  or  complaint 
record  by  writing  the  appropriate  system  manager  indicated  above. 
Individu^s  should  provide  their  name,  date  of  birth,  agency  in 
which  employed,  approximate  date,  and  the  kind  of  action  taken  by 
the  agency  when  requesting  access  to,  or  contest  of,  records. 

Contesting  record  procedures:  Same  as  the  above. 

Record  source  categories:  The  sources  of  these  records  are  in¬ 
dicated  below. 

a.  Individual  to  whom  the  record  pertains. 


b.  Agency  and/or  Commission  officials. 

c.  Affidavits  or  statements  from  employee. 

d.  Testimony  of  witnesses. 

e.  Official  documents  relating  to  the  appeal,  grievance,  or  com¬ 
plaint. 

f.  Correspondence  from  specific  organization  or  persons. 

CSC/GOVT— 2 

System  name:  Confidential  Employment  and  Financial  Interest 
Statements— CSC 

System  location:  The  records  are  located  in  agencies  and  the  Civil 
Service  Commission  as  indicated  below. 

a.  Office  of  the  General  Counsel,  U.S.  Civfl  Service  Commission, 
1900  E  Street.,  Washington,  D.C.  20415. 

b.  Office  of  the  General  Counsel  or  desi^ated  official.  Depart¬ 
ment  or  Agency  with  which  employed,  Washington,  D.C. 

Categories  of  individuals  covered  by  the  system:  Agency  heads; 
Presidential  appointees  in  the  Executive  Office  of  the  Ptesident; 
Presidential  appointed  full-time  members  of  committees,  boards  or 
commissions;  and  agency  employees  that  are  required  by  Executive 
Order  11222  to  file  such  statements,  including  former  employees. 

Categories  of  records  in  the  system:  Contains  statements  of  per¬ 
sonal  and  family  holdings  and  other  interests  in  business  enter¬ 
prises;  listing  of  creditors,  outside  employment  and  opinion  of 
counsel;  and  confirmation  material. 

Authority  for  maintenance  of  the  system:  Executive  Order  11222 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  These  records  are  used 
as  indicated  below. 

a.  To  refer,  where  there  is  an  indication  of  a  violation  or  poten¬ 
tial  violation  of  law,  whether  civil,  criminal  or  regulatory  in  nature, 
to  the  appropriate  agency  whether  Federal,  state,  or  local  charged 
with  the  responsibility  of  investigating  or  implementing  the  statute, 
or  rule,  regulation  or  order  issued  pursuant  thereto. 

b.  To  provide  information  or  disclose  to  a  Federal  agency,  in 
response  to  its  request,  in  connection  with  the  hiring  or  retention  of 
an  employee,  or  other  benefit  to  the  extent  that  the  information  is 
relevant  and  necessary  to  the  requesting  agency’s  decision  on  that 
matter. 

c.  As  a  data  source  for  management  information  for  production 
of  summary  descriptive  statistics  and  analytical  studies  in  support 
of  the  function  for  which  the  records  are  collected  and  maintained, 
or  for  related  personnel  management  functions  or  manpower  stu¬ 
dies;  may  also  be  utilized  to  respond  to  general  requests  for  statisti¬ 
cal  information  (without  personal  identification  of  individuals) 
under  the  Freedom  of  Information  Act  or  to  locate  specific  in¬ 
dividuals  for  personnel  research  or  other  personnel  management 
functions. 

d.  To  provide  information  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inquiry  from  a  congres¬ 
sional  office  made  at  the  request  of  that  individual. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system:  See  Storage,  Retrievability, 
Safeguards,  Access,  Retention  and  Disposals  below. 

Storage:  These  records  are  maintained  in  file  folders. 

Retrievability:  These  records  are  indexed  by  the  names  of  the  in¬ 
dividuals  on  whom  they  are  maintained. 

Safeguards:  These  records  are  located  in  lockable  metal  file 
cabinets. 

Retention  and  disposal:  These  records  are  disposed  of  two  years 
after  separation  of  employee  or  five  years  upon  approval  of  the  Civil 
Service  Commission. 

System  manager(s)  and  address:  The  System  Managers  are  in¬ 
dicated  below. 

a.  For  agency  heads;  presidential  appointees  in  the  Executive  Of¬ 
fice  of  the  President;  Presidential  appointed  full-time  members  of 
committees,  or  commissions.  Commissioners  and  employees  of  the 
Civil  Service  Commission: 

Office  of  the  General  Counsel,  U.S.  Civfl  Service  Commission, 
1900  E  Street  N.W.,  Washington.  D.C. 

b.  For  all  employees  other  than  those  indicated  above: 

Office  of  the  General  Counsel,  Department  or  Agency  with 
which  employed,  Washington,  D.C. 

Notification  procedure:  Same  as  the  above.  It  is  necessary  to 
furnish  the  following  information  in  order  to  identify  the  individual 
whose  records  are  requested: 
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a.  Full  name. 

b.  Department  or  agency  and  component. 

c.  Mailing  address  to  wUch  the  reply  should  be  mailed. 

Record  acccts  proccdorct:  An  individual  can  obtain  information 
on  the  procedures  for  gaining  access  to  and  contting  the  records  by 
contacting  in  person  or  by  writing  the  appropriate  System  Manager 
indicated  above. 

Cootcsdng  record  procedures:  Same  as  the  above. 

Record  source  categories:  Individuals  on  whom  records  are  main¬ 
tained. 

CSC/GOVT-3 

System  name:  General  Personnel  Records— CSC 

System  location:  These  records  are  located  in  agencies  and  the 
National  Personnel  Records  Center  as  indicated  below. 

a.  Current  Federal  employees:  Personnel  Offfice  or  designated 
office.  Department  or  Agency  with  which  employed.  Local  Installa¬ 
tion. 

b.  Former  Federal  employees:  National  Personnel  Records 
Center,  General  Services  Administration,  111  Winnebago  Street,  St. 
Louis,  Missouri  63118. 

Categories  of  iadividnals  covered  by  the  system:  Current  and 
former  Federal  employees. 

Categories  of  records  in  the  system:  These  records  contain  infor¬ 
mation  about  an  individual  such  as  the  birth  date;  Social  Security 
Number;  veteran  preference;  tenure;  handicap;  past  and  present 
salaries,  grades,  and  position  titles;  letters  of  commendation,  repri¬ 
mand,  charges,  and  decision  on  charges;  notice  of  reduction-in- 
force;  locator  files;  personnel  actions,  including  but  not  limited  to, 
appointment,  reassignment,  demotion,  detail,  promotion,  transfer, 
and  separation;  training  files;  minority  group  designator  files; 
records  relating  to  life  insurance,  health  benefits,  and  designation 
of  beneficiary;  performance  ratings;  awards;  medical  records;  per¬ 
formance  appraisals;  appraisals  of  potential;  Central  Personnel  Data 
File  (CPDF);  and  mobility  assignment  files  under  the  Intergovern¬ 
mental  Personnel  Act;  and  agency  adverse  action  files. 

Authority  for  maintenance  of  the  system:  Title  5,  U.S.C.  Section 
1302,  29S1,  4118,  4308,  4506,  and  Executive  Order  10S61,  Sep- 
temt«r  13,  1954. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Information  in  these 
records  may  be: 

a.  Used  in  the  selection  process  by  the  agency  maintaining  the 
record  in  connection  with  ap{>ointments,  transfers,  promotions,  or 
qualifications  determinations.  To  the  extent  relevant  and  necessary, 
it  wfll  be  furnished  upon  request  to  other  agencies  for  the  same 
purpose. 

b.  Disclosed  to  other  Government  agencies  maintaining  relevant 
enforcement  or  other  information  if  necessary  to  obtain  from  these 
agencies  information  pertinent  to  decisions  regarding  hiring  or  re¬ 
tention. 

c.  Disclosed  to  prospective  employers  or  other  organizations,  at 
the  request  of  the  individual. 

d.  Disclosed  to  officials  of  foreign  Governments  for  clearance  be¬ 
fore  employee  is  assigned  to  that  country. 

e.  Disclosed  to  educational  institutions  for  training  purposes. 

f.  Disclosed  to  the  Department  of  Labor;  Veterans’  Administra¬ 
tion;  Social  Security  Administration;  Department  of  Defense; 
Federal  agencies  who  may  have  special  civilian  employee  retire¬ 
ment  programs;  National,  State,  county,  municipal,  or  other 
publicly  recognized  charitable  or  social  security  administration 
agency  to  adjudicate  a  claim  for  benefits  under  the  Bureau  of 
Retirement,  Insurance,  and  Occupational  Health  or  the  recipient’s 
benefit  program(s),  or  to  conduct  an  analytical  study  of  benefits 
being  paid  under  such  programs. 

g.  Disclosed  to  heal^  insurance  carriers  or  plans  participating  in 
Federal  Employees’  Health  Benefits  Program  in  support  of  a  claim 
for  health  insurance  benefits. 

h.  Disclosed  to  Federal  Employees’  group  Life  Insurance  Pro¬ 
gram  in  support  of  an  individual’s  claim  for  life  insiuance  benefits. 

L  Disclosed  to  labor  organizations  in  response  to  requests  for 
names  of  employees  and  identifying  information. 

j.  If  information  indicates  a  possible  violation  of  law,  it  may  be 
disclosed  to  law  enforcement  agencies. 

k.  Disclosed  to  district  courts  to  render  a  decision  when  an  agen¬ 
cy  has  refused  to  release  to  current  or  former  Federal  employee  a 
record  under  the  Freedom  of  Information  Act. 


l.  Disclosed  to  district  courts  for  use  in  rendering  a  decision 
when  an  agency  has  refused  to  release  a  record  to  the  individual' 
under  Freedom  of  Information  Act  (FOIA). 

m.  Used  to  provide  statistical  reports  to  Congress,  agencies,  and 
the  public  on  characteristics  of  the  Federal  work  force. 

n.  Used  in  the  production  of  summary  descriptive  statistics  and 
analytical  studies;  may  also  be  used  to  respond  to  general  requests 
for  statistical  information  (without  personal  identifier)  under  FOIA: 
or  to  locate  individuals  for  personnel  research  or  other  personnel 
research  functions. 

o.  Disclosed  to  the  Office  of  Management  and  budget  at  any 
stage  in  the  le^lative  coordination  and  clearance  process  in  con¬ 
nection  with  private  relief  legislation  as  set  forth  in  0MB  Circular 
No.  A-19. 

p.  Disclosed  to  the  appropriate  Federal,  State,  or  local  agency 
responsible  for  investigating,  prosecuting,  enforcing,  or  implement¬ 
ing  a  statute,  rule,  regulation,  or  order  where  there  is  an  indication 
of  a  violation  or  potential  violation  of  civil  or  criminal  law  or  regu¬ 
lation. 

q.  Disclosed  to  an  agency  upon  request  for  determination  of  an 
individual’s  entitlement  to  benefits  in  connection  with  the  Federal 
Housing  Administration  programs. 

r.  To  provide  information  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inquiry  from  a  congres¬ 
sional  office  made  at  the  request  of  that  individual. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system:  See  Storage,  Retrievability, 
Safequards,  Access,  Retention  and  Disposal  below. 

Storage:  The  records  are  maintained  in  fOe  folders,  magnetic 
tape,  punched  cards,  microfiche,  lists,  and  forms. 

Retrievability:  Records  are  indexed  by  any  combination  of  name, 
birth  date.  Social  Security  Number,  or  identification  number. 

Safeguards:  Records  are  located  in  lockable  metal  file  cabinets  or 
in  secured  rooms  with  access  limited  to  those  whose  official  duties 
require  access. 

Retention  and  disposiU:  The  Official  Personnel  Folder  (OPF)  is 
retained  by  the  employing  agency  as  long  as  the  individual  is  em¬ 
ployed  with  that  agency.  When  the  individual  transfers  to  another 
Federal  agency  or  to  another  appointing  office,  the  OPF  is  sent  to 
that  agency  or  office.  Within  thirty  (30)  days  after  an  individual 
separates  from  the  Federal  service,  the  OPF  is  sent  to  the  National 
Personnel  Records  Center.  Adverse  action  files  are  retained  by  the 
agency  indefinitely.  Other  records  are  maintained  for  2  years  or 
destroyed  when  an  individual  leave  the  agency. 

System  manager(B)  and  address:  The  System  Managers  are  in¬ 
dicated  below. 

a.  For  current  Federal  employees:  Personnel  Officer  or  other 
designated  official.  Department  or  Agency  with  which  employed, 
Loed  Installation. 

b.  For  former  Federal  employees;  Director,  Bureau  of  Manpower 
Information  Systems,  U.S.  (^ivil  Service  Commission,  1900  E 
Street,  N.W.,  Washin^n,  D.C.  20415 

Notification  procedure:  The  procedures  are  indicated  below. 

a.  If  interest  is  in  a  specific  agency  or  departmen  inquiries,  in¬ 
cluding  name,  date  of  birth,  and  Social  Security  Number,  should  be 
addressed  to:  Director  of  Persotmel,  Department  or  Agency  con¬ 
cerned,  Washington,  D.C. 

b.  Other  inquiries,  including  name,  date  of  birth,  and  Social 
Security  Number,  should  be  addressed  to:  Director,  Bureau  of 
Manpower  Information  Systems,  U.S.  Civil  Service  Commission, 
1900  E  Street,  N.W.,  Washington,  D.C.  20415 

Record  access  procedures:  The  procedures  are  indicated  below. 

a.  Current  Federal  employees  who  wish  to  gain  access  to  their 
records  should  contact  their:  Personnel  Office,  or  designated  of¬ 
fice,  Agency  or  Department  with  which  employed.  Agency  or  De¬ 
partment  Installation. 

b.  Former  Federal  employees  who  wish  to  gain  access  to  their 
records  should  direct  such  a  request  in  writing,  including  their 
name,  date  of  birth,  and  Social  Security  Number,  to:  Director,  Bu¬ 
reau  of  Manpower  Information  Systems,  U.S.  Civil  Service  Com¬ 
mission,  1900  E  Street,  NW.,  Washington,  D.C.  20415,  or  by  con¬ 
tacting  in  person  or  writii^  one  of  the  Commission’s  offices  in¬ 
dicated  in  the  apendix  that  is  nearest  to  where  he  or  she  resides. 

Contesting  record  procedures:  The  procedures  for  contesting 
records  are  indicated  below. 

a.  Same  as  above  for  current  Federal  employees. 
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b.  For  former  Federal  employees:  Direct  such  a  request  in  writ¬ 
ing,  including  name,  date  of  birth,  and  Social  Security  Number  to: 
Director,  Bureau  of  Manpower  Information  Systems,  U.S.  Civil 
Service  Commission,  1900  E  Street,  N.W.,  Washington,  D.C.  20415. 

Record  source  categories:  Information  in  this  system  of  records 
either  comes  from  the  individual  to  whom  it  applies  or  is  derived 
from  information  the  individual  supplied,  except  information  pro¬ 
vided  by  agency  officials  on  pay,  leave  and  allowance  records. 

CSC/GOVT— 4 

System  name:  Personnel  Investigations  Records — CSC 

System  location:  U.S.  Civil  Service  Commission,  Bureau  of  Per¬ 
sonnel  Investigations,  1900  E  Street,  N.W.,  Washington,  D.C. 
20415. 

Categories  of  individnals  covered  by  the  system:  The  category  of 
individual  is  indicated  below. 

a.  Current  and  former  applicants  for  employment  in  the  Federal 
service,  including  Government  corporations.  Government  con¬ 
trolled  corporations  and  other  establishments  in  the  executive 
branch,  and  in  the  Government  of  the  District  of  Columbia. 

b.  Current  and  former  Federal  employees,  including  employees 
of  Government  corporations.  Government  controlled  corporations 
and  other  establishments  in  the  executive  branch,  and  employees  of 
the  Government  of  the  District  of  Columbia.  ' 

c.  American  citizens  who  are  current  or  former  applicants  for 
employment  with  International  Organizations. 

d.  American  citizens  who  are  current  or  former  employees  of  In¬ 
ternational  Organizations. 

e.  Individuals  considered  for  access  to  classified  information  or 
restricted  areas  and/or  security  determinations  as  contractors,  em¬ 
ployees  of  contractors,  experts,  instructors,  and  consultants  to 
Federal  programs. 

f.  Individuals  considered  for  assignment  as  representatives  of  the 
Federal  Government  in  volunteer  programs. 

g.  Individuals  who  are  neither  applicants  nor  employees  of  the 
Federal  Government,  but  are  or  were  involved  in  Federal  programs 
under  a  cooperative  assignment  or  similar  agreement. 

h.  Individuals  who  are  neither  applicants  nor  employees  of  the 
Federal  Government,  but  are  or  were  involved  in  matters  related  to 
the  administration  of  the  merit  system. 

Categories  of  records  in  the  system:  These  records  contain  in¬ 
vestigative  information  regarding  an  individual’s  character,  con¬ 
duct,  and  behavior  in  the  community  where  he  or  she  lives  or  lived; 
arrests  and  convictions  for  any  violations  against  the  law;  reports 
of  interviews  with  present  and  former  supervisors,  co-workers,  as¬ 
sociates,  educators,  etc.;  reports  about  the  qualifications  of  an  in¬ 
dividual  for  a  specific  position;  reports  of  inquiries  with  law  en¬ 
forcement  agencies,  employers,  educational  institutions  attended; 
and  other  information  developed  from  the  above. 

Authority  ior  maintenance  of  the  system:  The  authorities  for  main¬ 
tenance  of  the  system  are  indicated  below. 

a.  Section  2,  Civil  Service  Act  of  1883— original  authority,  now 
codified  in  Title  5,  CFR  Section  5.2,  Civil  Service  Rule  V. 

b.  Sections  1303  and  1304,  Title  5,  U.S.  C. 

c.  Sections  8(b),  8(c),  9(a),  9(c),  14  Executive  Order  10450. 

d.  Public  Law  92-261  and  Sections  713.216  and  713.220  of  the 
Civil  Service  Regulations. 

e.  Section  7701,  Title  5,  U.S.  C.  (formerly  Section  14  of  the 
Veterans  Preference  Act  of  1944,  as  amended),  and  Executive 
Order  10988. 

f.  Sections  1501-1508  and  7324-7327  of  Tide  5,  U.S.  Code 
(formerly  Section  12(b)  of  the  Hatch  Act). 

g.  Section  2165  of  Title  42,  U.S.  Code  (formerly  the  Atomic  - 
Energy  Act  of  1954,  as  amended). 

h.  Action  2585  of  Title  22,  U.S.  Code  (formerly  P.L.  87-297). 

i.  Executive  Order  10422,  as  amended. 

j.  Section  2455  of  Title  42,  U.S.  Code  (formerly  the  National 
Aeronautics  and  Space  Act,  P.L.  85-568). 

k.  Section  1434  of  Title  22,  U.S.  Code  (formerly  P.L.  80-402). 

l.  In  addition  to  the  provisions  cited  above,  there  are  various 
acts  of  Congress  that  contain  implied  authority  for  the  Commission 
to  investigate,  such  as  laws  prohibiting  the  purchase  and  sale  of  of¬ 
fice,  holding  of  two  offices,  conspiracy  and  other  prohibitory 
statutes. 

Roatinc  uses  of  records  maintained  in  the  system,  incinding  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  contents  of  these 
records  and  files  may  be  disclosed  and  used  as  follows: 


a.  To  designated  officers  and  employees  of  other  agencies  and 
departments  of  the  Federal  Government,  and  the  District  of  Colum¬ 
bia  Government,  having  an  interest  in  the  individual  for  employ¬ 
ment  purposes,  including  a  security  clearance  or  access  determina¬ 
tion,  and  a  need  to  evaluate  qualifications,  suitability,  and  loyalty 
to  the  United  States  Government. 

b.  To  designated  officers  and  employees  of  other  ^encies  and 
departments  of  the  Federal  Government  to  avoid  duplication  when 
such  agency  or  department  conducts  an  investigation  of  the  in¬ 
dividual  for  the  purpose  of  granting  a  security  clearance,  or  for  the 
purpose  of  mal^g  a  determination  of  qu^ications,  suitability, 
loy^ty  to  the  United  States  Government,  or  access  to  classified  in¬ 
formation  or  restricted  areas. 

c.  To  designated  officers  and  employees  of  other  agencies  and 
departments  of  the  Federal  Government  having  the  responsibility  to 
grant  security  clearance,  make  a  determination  regarding  access  to 
classified  information  or  restricted  areas,  or  to  evaluate  qualifica¬ 
tions,  suitability,  or  loyalty  to  the  United  States  Government,  in 
connection  with  performance  of  a  service  to  the  Federal  Govern¬ 
ment  under  a  contract  or  other  agreement. 

d.  To  the  intelligence  agencies  of  the  Department  of  Defense, 
National  Security  Agency,  Central  Intelligence  Agency,  and  the 
Federal  Bureau  of  Investi^tion  for  use  in  intelligence  activities. 

e.  To  any  source  from  which  information  is  requested  in  the 
course  of  an  investigation,  to  the  extent  necessary  to  identify  the 
individual,  inform  the  source  of  the  nature  and  purpose  of  the  in¬ 
vestigation,  and  to  identify  the  type  of  information  requested. 

f.  In  the  event  of  an  indication  of  any  violation  or  potential  viola¬ 
tion  of  the  law,  whether  civfl,  criminal,  or  regulatory  in  nature,  and 
whether  arising  by  statute,  or  by  regulation,  rule,  or  order  issued 
pursuant  thereto,  the  relevant  records  in  the  system  of  records  may 
be  referred,  as  a  routine  use,  to  the  appropiate  agency,  whether 
Federal,  State,  local,  or  foreign,  charged  with  the  responsibility  of 
investigating  or  prosecuting  such  violation  or  charged  with  enforc¬ 
ing  or  implementing  the  statute,  or  rule,  regulation,  or  order  issued 
pursuant  thereto;  such  referral  shall  also  include,  and  be  deemed  to 
authorize,  (1)  any  and  all  appropriate  and  necessary  uses  of  such 
records  in  a  court  of  law  and  before  an  administrative  board  or 
hearing,  including  referrals  related  to  probation  and  parole  matters, 
and  (2)  such  other  interagency  referrals  as  may  be  necessary  to 
carry  out  the  receiving  agency’s  assigned  law  enforcement  duties. 

g.  To  a  Federal  agency,  in  response  to  its  request,  in  connection 
with  the  letting  of  a  contract,  or  the  issuance  of  a  license,  grant,  or 
other  benefit  by  the  requesting  agency,  to  the  extent  that  the  infor¬ 
mation  is  relevant  and  necessary  to  the  requesting  agency’s  deci¬ 
sion  on  matters. 

h.  As  a  data  source  for  management  information  for  production 
of  summary  descriptive  statistics  and  analytical  studies  in  support 
of  the  function  for  which  the  records  are  collected  and  maintained, 
or  for  related  personnel  research  functions  or  manpower  studies; 
may  also  be  utilized  to  respond  to  general  requests  for  statistical  in¬ 
formation  (without  personal  identification  of  individuals)  under  the 
Freedom  of  Information  Act  or  to  locate  individuals  for  personnel 
research. 

i.  To  provide  information  to  a  congressional  office  from  the 
record  of  an  individual  ra  response  to  an  inquiry  from  a  congres¬ 
sional  office  made  at  the  request  of  that  individual. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system:  See  Storage,  Retrievability, 
Safeguards,  Access,  Retention,  and  Disposal  below. 

Storage:  Some  files  are  maintained  in  folders  in  a  room  with  a 
windowless  door  which  is  locked  with  a  manipulation-proof  com¬ 
bination  lock  and  protected  by  a  police  alarm  system.  Older  files 
are  in  storage  at  the  GSA  Records  Center,  Suitland,  Maryland. 
Other  ffles  are  maintained  in  metal  ffle  cabinets  which  are  secured 
by  use  of  bars  and  combination  locks  when  not  in  use.  The  index 
for  this  system  of  records  is  contained  in  Rotary  Wheeldex 
machines  which  are  covered  and  locked  when  not  in  use. 

RetrievabilRy:  Records  are  indexed  by  name  in  alphabetical 
order. 

Safeguards:  All  officials  and  employees  are  required  to  have  an 
appropriate  security  clearance  before  they  are  allowed  access  to  the 
files  and  records. 

Retentioa  and  disposal:  The  procedures  are  indicated  below. 

a.  File  cards  from  the  index  to  the  system  of  records  which  show 
the  existence  of  an  investigative  ffle  are  maintained  for  20  years 
plus  the  current  year,  or  longer  if  further  investigative  activity  was 
initiated  within  tte  past  20  years.  Ffle  cards  which  show  completion 
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of  clear  National  Agency  Checks  or  National  Agency  Checks  and 
Inquiries  are  maintained  for  two  years  plus  the  current  year. 

b.  Other  cards  are  removed  from  the  index  and  stored.  In  1980 
the  stored  cards  and  corresponding  investigative  files  will  be 
destroy^. 

c.  Files  destroyed  by  the  CSC  are  burned.  The  means  of  disposal 
of  investigative  files  is  determined  by  the  National  Archives  and 
Records  ^rvice. 

System  maaagerfs)  and  address:  Director,  Bureau  of  Personnel  In¬ 
vestigations,  United  States  Civil  Service  Commission,  1900  E 
Street,  N.W.,  Washington,  D.C.  2041S. 

Nodficathm  procedure:  Same  as  above.  It  is  necess^  to  burnish 
the  foDowing  information  in  order  to  identify  the  individual  whose 
records  are  requested: 

a.  Full  name. 

b.  Date  of  birth. 

c.  Place  of  birth. 

d.  Any  available  information  regarding  the  type  of  record  in¬ 
volved. 

.  e.  Category  of  individual  under  which  the  individual  believes  he 
or  she  fits. 

Record  access  procedures:  An  individual  can  obtain  information 
on  the  procedures  for  gaining  access  to  and  contesting  the  records 
through:  Director,  Bureau  of  Personnel  Investigations,  U.S.  Civil 
Service  Commission,  1900  E  Street,  N.W.,  Washington,  D.C.  2041S. 

Contesting  recoril  procedures:  Same  as  above. 

Record  source  categories:  Information  contained  in  the  system 
was  obtained  from  the  following  categories  of  sources: 

a.  Applications  and  other  personnel  and  security  forms  furnished 
by  the  individual. 

b.  Investigative  and  other  record  material  furnished  by  Federal 
agencies. 

c.  Notices  of  personnel  actions  furnished  by  Federal  agencies. 

d.  By  personal  investigation  or  written  inquiry  from  -sources  such 
as  employers,  educational  institutions,  references,  neighbors,  as¬ 
sociates,  police  departments,  courts,  credit  bureaus,  medical 
records,  probation  officials,  prison  officials,  newspapers, 
magazines,  periodicals,  and  other  publications. 

Systems  exempted  from  certain  provtsions  of  the  act:  Pursuant  to  S 
U.S.C.  SS2a(kXl),  (2),  (S),  and  (6)  all  information  about  an  in¬ 
dividual  in  the  records  t^t  meets  the  criteria  stated  in  S  U.S.C. 
SS2a(kXl).  (2),  (S),  and  (6)  are  exempt  from  the  requirements  of  S 
U.S.C.  SS2a(cX3),  and  (d)  relating  to  access  and  contest  and  making 
an  accounting  of  disclosure  to  the  individual  named  in  the  record 
for  the  following  reasons: 

a.  In  that  personnel  investigations  from  time  to  time  obtain  infor¬ 
mation  relevant  to  the  matter  under  investigation  which  is  properly 
classified  by  another  agency  and  which  pertains  to  national  defense 
or  foreign  policy,  application  of  exemptions  (kXl)  will  be  required 
to  prevent  the  individual  from  gaining  access  to  such  information 
under  subsection  (d)  of  the  Act. 

b.  In  that  personnel  investigations  involve  civil  law  enforcement 
in  connection  with  the  administration  of  the  merit  system,  the  ef¬ 
fectiveness  of  which  would  be  impai^  should  the  individual  ob¬ 
tain  access  to  the  investigative  record  of  the  matter,  the  application 
of  exemption  (kX2)  may  be  required  to  prevent  the  individiml  from 
gaining  access  under  subsection  (d)  of  the  Act.  Also,  as  the  access 
by  the  individual  to  an  accounting  of  disclosures  of  the  record  of 
such  an  investigation  may  impair  a  law  enforcement  function,  the 
application  of  the  exemptions  to  subsection  (cX3)  of  the  title  wUl  be 
required. 

c.  In  that  a  personnel  investigation  can  involve  information  ob¬ 
tained  from  a  source  who  furnished  such  information  under  a 
properly  granted  promise  that  the  identity  of  the  source  would  be 
held  in  confidence  the  application  of  exemption  (kXS)  will  be 
required  to  honor  such  a  promise  should  the  individual  request  ac¬ 
cess  to  the  record  under  subsection  (d). 

d.  In  that  personnel  investigations  in  connection  with  the  ad¬ 
ministration  of  the  examining  function  of  the  merit  system  may  in¬ 
volve  the  collection  of  test  material,  the  application  of  exemption 
(kX6)  wiO  be  required  to  prevent  the  exposure  of  such  material 
which  would  compromise  the  examining  process. 

CSC/GOVT-5 

Syatcni  naMe:  Recruiting,  Examining,  and  Placement  Records— CSC 

System  location:  CivO  Service  Commission  Job  Information  Cen¬ 
ters;  area,  regional,  and  central  offices  of  the  CivO  Service  Com¬ 
mission  as  indicated  in  the  list  below;  and  personnel  and  other  of¬ 


fices  of  Federal  agencies  that  are  authorized  to  make  appointments 
to  positions  and  to  act  for  Uie  Commission  by  delegated  authority. 

Categories  of  individuals  covered  by  the  system:  Persons  who  have 
applied  for  Federal  enwloyment  or  are  employees  or  former  em¬ 
ployees  of  the  Federal  Government. 

Categories  of  records  in  the  system:  These  records  contain  infor¬ 
mation  relating  to  the  education  and  training;  employment  history 
and  earnings;  appraisal  of  past  performance;  convictions  of  offen¬ 
ses  against  the  law;  results  of  written  tests;  appraisal  of  potential; 
honors,  awards,  or  fellowships;  military  service;  veteran 
preference,  birthplace;  birth  date;  Social  Security  Numlwr;  names 
of  relatives  who  are  employed  in  the  Federal  service;  legal  re¬ 
sidence;  and  home  address  of  persons  who  have  applied  for 
Federal  employment  or  are  employees  or  former  employees  of  the 
Federal  Government 

Authority  for  maintenance  of  the  system:  Title  5  U.S.  C.,  Sections 
1302,  3109,  3301,  3302,  3304,  3306,  3307,  3309,  3313,  3317,  3318, 
3319,  3326,  4103,  5532,  5533,  and  5723. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Information  in  these 
records  is  used  or  a  record  may  be  used: 

a.  To  refer  applicants  to  Federal  agencies  for  employment  con¬ 
sideration. 

b.  To  refer  applicants  to  State  and  local  Governments,  congres¬ 
sional  offices,  international  organizations,  and  other  public  offices 
with  permission  of  an  applicant  for  the  purpose  of  employment 
consideration. 

c.  To  refer  current  and  former  Federal  employees  to  Federal 
agencies  for  consideration  for  transfer,  reassignment,  reinstate¬ 
ment,  and/or  promotion,  as  applicable. 

d.  To  refer  current  Federal  Government  employees  for  considera¬ 
tion  for  reassignment  and  promotion  within  the  employing  agencies. 

e.  As  a  data  source  for  management  information  for  pr^uction 
of  summary  descriptive  statistics  and  analytical  studies  in  support 
of  the  function  for  which  the  records  are  collected  and  maintained, 
or  for  related  i^rsonnel  research  functions  or  manpower  studies; 
may  also  be  utilized  to  respond  to  general  requests  for  statistical  in¬ 
formation  (without  person^  identification  of  individuals)  under  the 
Freedom  of  Information  Act  or  to  locate  individuals  for  personnel 
research. 

f.  To  refer  pertinent  information  to  the  appropriate  Federal, 
State,  or  local  agency  responsible  for  investigating,  prosecuting,  en¬ 
forcing,  or  implementing  a  statute,  rule,  regu^tion,  or  order  where 
there  is  an  indication  of  a  violation  or  potential  violation  of  civil  or 
criminal  law  or  regulation. 

g.  To  request  i^ormation  from  a  Federal,  State,  or  local  agency 
maintaining  civil,  criminal,  or  other  information  relevant  to  an 
agency  decision  concerning  the  hiring  or  retention  of  an  employee, 
the  issuance  of  a  security  clearance,  the  letting  of  a  contract,  or  is¬ 
suance  of  a  grant,  license,  or  other  benefit. 

h.  To  disclose  information  to  the  Office  of  Management  and 
Budget  at  any  stage  in  the  legislative  coordination  add  clearance 
process  in  connection  with  private  relief  legislation  as  set  forth  in 
OMB  Circular  No.  A-19. 

i.  To  provide  an  educational  institution  with  information  on  an 
appointment  of  a  recent  graduate  to  a  Federal  position  at  a  certain 
grade  level. 

j.  To  provide  information  to  a  congressional  office  from  the 
record  of  an  individual  in  resp^-mse  to  an  inquiry  from  a  congres¬ 
sional  office  made  at  the  request  of  that  individual. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system:  See  Storage,  Retrievability, 
Safeguards,  Access,  Retention,  and  Disposal  below. 

Storage:  Records  are  maintained  on  magnetic  tapes,  disks, 
punched  cards,  microfiche,  cards,  lists,  and  forms. 

RetrievabiU^:  Records  are  indexed  by  name,  date  of  birth,  and 
Social  Security  Number. 

Safeguards:  Access  to  and  use  of  these  records  are  limited  to 
those  persons  whose  official  duties  require  such  access.  Quality  as¬ 
surance  checks  and  appropriate  computer-related  safeguards  are 
employed.  Personnel  screening  is  employed  to  prevent  unauthorized 
disclosure. 

Retention  and  disposal:  Records  in  this  system  are  retained  and 
disposed  of  per  the  requirements  of  GSA  Records  Schedide  1. 

System  managerfs)  and  addrem: 

a.  For  applicants  who  ffled  an  application  with  an  Area  Office: 
Director,  Bureau  of  Recruiting  and  Examining,  U.S.  Civil  Service 
Commission,  1900  E  Street,  NW.,  Washington,  D.C.  20415. 
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b.  For  individuals  who  filed  an  application  with  a  specific  agen¬ 
cy:  The  personnel  or  designated  office  of  the  agency  installation 
where  application  was  made. 

Notification  proc^urc:  The  procedures  are  indicated  below. 

a.  For  applicants:  Area  Office  to  which  the  individual  applied. 
(See  address  of  area  offices  listed  in  the  appendix  below.)  In- 
^viduals  should  provide  name,  date  of  bi^.  Social  Security 
Number,  identification  number  (if  known),  approximate  date  of 
record,  title  of  examination  or  announcement  with  which  con¬ 
cerned,  and  geographic  area  in  which  consideration  was  requested. 

b.  For  current  Federal  employees:  If  the  application  was  made  to 
a  specific  agency,  the  personnel  office  of  the  agency  where  applica¬ 
tion  was  made.  Individuals  should  provide  name,  date  of  birth.  So¬ 
cial  Security  Number,  vacancy  announcement  number  (if  known), 
and  title  of  position  for  which  applied. 

Record  access  procedures:  Same  as  above. 

Contesting  record  procedures:  The  procedures  are  indicated 
below. 

a.  For  applicants:  Area  office  to  which  the  individual  applied. 
(See  address  of  area  offices  listed  below.) 

b.  For  current  Federal  employees:  If  the  application  was  made  to 
a  specific  agency,  the  personnel  office  of  the  agency  installation 
where  application  was  made. 

Record  source  categories:  Information  in  this  system  of  records 
either  comes  from  the  individual  to  whom  it  applies  or  is  derived 
from  information  he  or  she  supplied,  except  reports  from  medical 
personnel  on  physical  qualifications;  results  of  examination  which 
are  made  known  to  applicants  and  vouchers  supplied  by  references 
the  applicant  lists. 

Systems  exempted  from  certain  provisions  of  the  act: 

Pursuant  to  5  U.S.C.  SS2a(kK6)  all  material  and  information  about 
an  individual  that  meet  the  criteria  stated  in  S  U.S.C.  SS2a(k)(6)  are 
exempt  from  the  requirements  of  5  U.S.C.  5S2a(cX3);  (d);  (eXO; 
(eX4)  (G),  (H),  and  (I);  and  (0  relating  to  access  and  contest,  mak¬ 
ing  an  accounting  of  disclosure  to  the  individual  named  in  the 
record,  maintenance  of  information  in  records,  publication  annually 
in  the  Federal  Register,  and  provisions  regarcUng  agency  rules  in 
that  portion  of  this  system  relate  to  test^  and  examination  materi¬ 
als  that  are  used  solely  to  determine  individual  qualifications  for 
appointment  or  promotion  in  the  Federal  service.  The  specific 
material  that  is  exempted  is  as  follows: 

a.  Answer  keys. 

b.  Ratings  given  for  the  purpose  of  validating  examinations. 

c.  Rating  schedules,  including  crediting  plans. 

d.  Rating  sheets. 

e.  Test  booklets. 

f.  Test  item  files. 

g.  Transmutation  tables. 

APPENDIX 

Information  regarding  the  location  of  systems  of  records  that 
may  contain  personal  information  on  an  individual  may  be  obtained 
by  contacting  in  person  or  in  writing  one  of  the  Commission’s  of¬ 
fices  indicated  below  that  is  nearest  to  where  he  or  she  resides. 

Regional  and  Area  Civil  Service  Commission  Offices 
ATLANTA  REGION 

1340  Spring  St.,  N.W.,  Atlanta,  Georgia  30309. 

Area  Offices 

Southerland  Building,  306  Governors  Dr.,  SW.,  Huntsville, 
Alabiuna  35801. 

107  St.  Francis  St.,  Mobile,  Alabama  36602. 

3101  Maguire  Blvd.,  Orlando,  Florida  32803. 

Federal  Office  Building,  275  Peachtree  St.,  NE.,  Atlanta,  Georgia 
30303. 

Federal  Building,  451  College  St.,  Macon,  Georgia  31201. 

600  Federal  Place,  Louisville,  Kentucky  40202. 

302  N.  State  St.,  Jackson,  Mississippi  39201. 

310  New  Bern  Ave.,  Raleigh,  NorA  Carolina  27601. 

Federal  Office  Building,  334  Meeting  St.,  Charleston,  South 
Carolina  29403. 

167  N.  Main  St.,  Memphis,  Tennessee  38103. 

BOSTON  REGION 

John  W.  McCormack  Post  Office  and  Courthouse,  Boston,  Mas¬ 
sachusetts  02109. 

Area  Offices 

Federal  Building,  450  Main  St,  Hartford,  Connecticut  06103. 


Federal  Building,  Augusta,  Maine  04330. 

John  W.  McCormack  Post  Office  and  Courthouse,  Boston,  Mas¬ 
sachusetts  02109. 

Federal  Building,  Portsmouth,  New  Hampshire  03801. 

Federal — Post  Office  Building,  Kennedy  Plaza,  Providence, 
Rhode  Island  02903. 

Federal  Building,  Burlington,  Vermont  05401. 

CHICAGO  REGION 

Federal  Office  Building,  29th  Floor,  230  South  Dearborn  St., 
Chicago,  Illinois  60604. 

Area  Offices 

219  S.  Dearborn  St,  Chicago,  Illinois  60604. 

U.S.  Courthouse  and  Federal  Building,  46  E.  Ohio  St.,  Indi¬ 
anapolis,  Indiana  46204. 

144  W.  Lafayette  St.,  Detroit,  Michigan  48226. 

Federal  Building,  Room  1%,  Fort  Snelling,  Twin  Cities,  Min- 
nespta  55111. 

1240  E.  Ninth  St.,  Cleveland,  Ohio  44199. 

40  W.  Fourth  St.,  Room  600,  Dayton,  Ohio  45402. 

161  W.  Wisconsin  Ave.,  Milwaukee,  Wisconsin  53203. 

DALLAS  REGION 

1100  Commerce  St,  Dallas,  Texas  75202. 

Area  Offices 

Room  3305,  Federal  Office  Building,  700  W.  Capitol  Ave.,  Little 
Rock,  Arkansas  72201. 

Federal  Building,  610  South  St,  New  Orleans,  Louisiana  70130. 

421  Gold  Ave.,  SW.,  Albuquerque,  New  Mexico  87101. 

210  NW.  6th  St.,  Oklahoma  City,  Oklahoma  73102. 

1100  Commerce  St,  6th  Floor,  Dallas,  Texas  75202. 

411  N.  Stanton  St,  El  Paso,  Texas  79%1. 

702  Caroline  St.,  Houston,  Texas  77002. 

643  E.  Durango  Blvd.,  San  Antonio,  Texas  73205. 

DENVER  REGION 

Building  20,  Denver  Federal  Center,  Denver,  Colorado  80225. 

Area  Offices 

U.S.  Post  Office  Building,  18th  and  Stout  Streets,  Denver, 
Colorado  80202.  , 

130  NeiU  Ave.,  Helena,  Montana  59601. 

657  2nd  Ave.,  North  Fargo,  North  Dakota  58102. 

Federal  Building— U.S.  Courthouse,  Room  201,  515  9th  St., 
Rapid  City,  South  Dakota  57701. 

350  S.  Main  St,  Room  484,  Salt  Lake  City,  Utah  84101. 

1805  Capitol  Ave.,  Cheyenne,  Wyoming  82001. 

NEW  YORK  REGION 

New  Federal  Building,  26  Federal  Plaza,  New  York,  New  York 
10007. 

Area  Offices 

970  Broad  St.,  Newark,  New  Jersey  07102. 

26  Federal  Plaza,  New  York,  New  York  10007. 

301  Erie  Blvd.,  West  Syracuse,  New  York  13202. 

Pan  American  Building,  255  Ponce  De  Leon  Ave.,  Hato  Rey, 
Puerto  Rico  00917. 

PHILADELPHIA  REGION 

William  J.  Green,  Jr.,  Federal  Building,  600  Arch  St.,  Philadel¬ 
phia,  Pennsylvania  19106. 

Area  Offices 

Federal  Office  Building,  844  King  St.,  Wilmington,  Delaware 
19801. 

Federal  Building,  Lombard  St.  and  Hopkins  Place,  Baltimore, 
Maryland  21201. 

William  J.  Green,  Jr.,  Federal  Building,  600  Arch  St.,  Philadel¬ 
phia,  Pennsylvania  19106. 

Federal  Building,  1000  Liberty  Ave.,  Pittsburgh,  Pennsylvania 
15222. 

Atlantic  National  Bank  Building,  415  St.  Paul  Blvd.,  Norfolk, 
Virginia  23510. 

Federal  Building,  500  Quarrier  St.,  Charleston,  West  Virginia 
25301. 

ST.  LOUIS  REGION 

1256  Federal  Building,  1520  Market  St.,  St.  Louis,  Missouri 
63103. 
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Area  Offices 

New  Federal  Building,  210  Walnut  Street,  Des  Moines,  Iowa 
50309 

120  S.  Market  St  Wichita,  Kansas  67202. 

601  E.  12th  St,  Kansas  City,  Missouri  64106. 

1520  Market  St,  St  Louis,  Missouri  63103. 

215  N.  17th  St,  Omaha,  Nebraska  68102. 

SAN  FRANCISCO  REGION 

Federal  Building,  Box  36010,  450  Golden  Gate  Avenue,  San 
Francisco,  California  94102. 

Area  Offices 

522  North  Central  Ave.,  Phoenix,  Arizona  85004. 

851  S.  Broadway,  Los  Angeles,  California  90014. 

650  Capitol  Mall,  Sacramento,  California  95814. 

380  W.  Court  St,  San  Bernardo,  California  92401 . 

110  West  C  St,  Suite  2100,  San  Diego,  California  92101. 

450  Golden  Gate  Ave.,  San  Francisco,  California  94102. 

1000  Bishop  St,  Suite  1500,  Honolulu,  Hawaii  96813. 

50  S.  Virginia  St,  Reno,  Nevada  89505. 


SEATTLE  REGION 

Federal  Building,  26th  Floor,  915  Second  Avenue,  Seattle, 
Washington  98174. 

Area  Offices 

617  G  St,  Anchorage,  Alaska  99501. 

Federal  Building,  550  W.  Fort  St.  Boise,  Idaho  83702. 

319  SW.  Pine  St,  Portland,  Oregon  97204. 

Federal  Building,  26th  Floor,  915  Second  Ave.,  Seattle.  Washing¬ 
ton  98174. 

Accordingly,  with  these  changes  and  additions,  the  proposed 
notices  of  systems  of  records  are  adopted. 

United  States  Civil  Service  Commission, 

(seal) 

James  C.  Spry, 

Executive  Assistant  to  the  Commissioners. 


(FR  Doc.76-27346  FUed  9-16-76;8:45  am] 
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